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and Pennsylvania Avenue NW., 20500,
and in the New Executive Office Build-
ing, 725 17th Street NW., Washington,
DC 20503. Regular office hours are from
9:00 a.m. to 5:30 p.m., Monday through
Friday. Both buildings are under secu-
rity control. Persons desiring access
are encourged to make advance ar-
rangements by telephone with the of-
fice they plan to visit.

[49 FR 28233, July 11, 1984; 49 FR 29769, July
24, 1984, as amended at 56 FR 5741 and 5742,
Feb. 13, 1991]

§2502.4 Public reference facilities and
current index.

(a) The Office maintains a public
reading area located in the Executive
Office of the President Library, Room
G-102, New Executive Office Building,
725 17th Street NW., Washington, DC,
and makes available for public inspec-
tion and copying a copy of all material
required by 5 U.S.C. 552(a)(2), including
all documents published by OA in the
FEDERAL REGISTER and currently in ef-
fect.

(b) The FOIA Officer or his or her
designee shall maintain files con-
taining all materials required to be re-
tained by or furnished to the FOIA Of-
ficer under this subpart. The material
shall be filed by chronological number
of request within each calendar year,
indexed according to the exceptions as-
serted, and, to the extent feasible, in-
dexed according to the type of records
requested.

(c) The FOIA Officer shall also main-
tain a file open to the public, which
shall contain copies of all grants or de-
nials of appeals by the Office.

[49 FR 28233, July 11, 1984, as amended at 56
FR 5742, Feb. 13, 1991]

§2502.5 Records of other Agencies.

Requests for records that originated
in another Agency and are in the cus-
tody of the Office of Administration,
will be referred to that Agency for
processing, and the person submitting
the request shall be so notified. The de-
cision made by that Agency with re-
spect to such records will be honored
by the Office of Administration.

[45 FR 47112, July 14, 1980. Redesignated at 49
FR 28233, July 11, 1984]

§2502.6

§2502.6 How to request records—form
and content.

(a) A request made under the FOIA
must be submitted in writing, ad-
dressed to: FOIA Officer, Office of Ad-
ministration, 725 17th Street NW.,
Washington, DC 20503. The words
“FOIA REQUEST” should be clearly
marked on both the letter and the en-
velope. Due to security measures at the
Old and New Executive Office Build-
ings, requests made in person should be
delivered to Room G-1, at the above ad-
dress.

(b) Any Office employee or official
who receives a FOIA Request shall
promptly forward it to the FOIA Offi-
cer, at the above address. Any Office
employee or official who receives an
oral request made under the FOIA shall
inform the person making the request
of the provisions of this subpart requir-
ing a written request according to the
procedures set out herein.

(c) Bach request must reasonably de-
scribe the record(s) sought, including
when known: Agency/individual origi-
nating the record, date, subject matter,
type of document, location, and any
other pertinent information which
would assist in promptly locating the
record(s).

(d) When a request is not considered
reasonably descriptive, or requires the
production of voluminous records, or
places an extraordinary burden on the
Office of Administration, seriously
interfering with its normal functioning
to the detriment of the business of the
Government, the Office may require
the person or agent making the FOIA
request to confer with an Office rep-
resentative in order to attempt to
verify, and, if possible, narrow the
scope of the request.

(e) Upon receipt of the FOIA request,
the FOIA Officer will make an initial
determination of which officials and of-
fices may be involved in the search and
reviewing procedures. The FOIA Officer
will circulate the request to all offices
so identified and any others the FOIA
Officer later determines should be noti-
fied.

[49 FR 28233, July 11, 1984, as amended at 56
FR 5742, Feb. 13, 1991]
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